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About This Document 

owner HR   

access & use  Restricted to HR 

what it is A guide that outlines Company policy regarding relocation assistance, 
including eligibility for reimbursements and allowances 

who uses it 
 HR staff use this guide for reference 
 May be provided as a reference to existing employees or new hires who 

are relocating  

Overview 
In certain circumstances the Company will reimburse new and existing employees for expenses involved 
in relocation within CUSTOMIZER: Insert Country . In such circumstances, we provide assistance to 
relocate employees as quickly and efficiently as possible, so as to avoid prolonged separation between 
employees and their families.  

Eligibility 
Relocation assistance is provided in the following situations: 

 The Company has requested that an existing employee transfer to another location. 

 The most suitable candidate for an open position lives in another city and commuting is not an 
option.   

Contractual Agreement 
 Relocation assistance must always be agreed upon in writing.  
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 When relocating existing employees or new hires, create a contract or an addendum to the 
employment contract that addresses the terms and conditions relating to relocation assistance 
and specifically addresses situations that require repayment by the individual. 

Procedures 
1. All efforts related to coordinating, scheduling, and obtaining quotes for relocation are the 

responsibility of the employee.   

2. Payments that will result in financial gain to the employee will not be made, nor will expenses 
resulting from misinterpretation of quotes, estimates, etc., or calculation errors be reimbursed. 

3. Relocation assistance may be provided in the form of a lump sum allowance, or by 
reimbursement of expenses for which original receipts are provided.  

4. Maximums for lump sum allowances or reimbursements with original receipts will differ from 
one situation to another. Both scenarios must be estimated, discussed, and approved in 
advance with the Hiring Manager in consultation with CUSTOMIZER:  Insert appropriate title. 

5. Relocation assistance by way of reimbursed expenses must be accompanied by original receipts 
and must be submitted for payment no later than CUSTOMIZER:  Example - 3 months after the 
move.   

6. All proposals and estimates for relocation assistance must be approved in advance, in writing, 
by CUSTOMIZER: Insert approval authority title. 

Eligible Expenses  
CUSTOMIZER:  Insert Company Name may provide assistance with the following types of relocation 
expenses:   

Housing Hunting  

1. A house-hunting trip up to a maximum of CUSTOMIZER: Example - 5 days may or may not be 
provided. It is only permitted if it is cost effective and necessary.  The Company reserves the 
right to decrease the maximum of CUSTOMIZER: Example - 5 days if the employee is familiar 
with the new location. 

2. Researching and organizing house-hunting services and housing options are the responsibility of 
the employee. The employee may wish to hire a consultant who specializes in relocation PR
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services. Often, relocation specialists are available as a service-providing arm of reputable real 
estate agencies.  

3. The Company will pay for reasonable expenses for an employee or spouse, or both, in the 
search of accommodation at the new location as follows:  

a. Travel, accommodations, and daily expenses (per diems) related to travel to and from the 
former and new location for a maximum of CUSTOMIZER: Example - 2 days travel time 

b. Local transportation costs including car rental, public transportation, or mileage rates 

c. Accommodations 

Moving  

4. 2 quotes for moving companies are required.     

5. Reasonable cost of packing, crating, moving, and insuring normal household goods and personal 
effects, subject to a maximum of CUSTOMIZER: Example - 20,000 pounds. 

6. Moving costs do not include extraordinary items, including but not limited to the following list. 
These costs are the responsibility of the employee, and as such may be covered by the 
miscellaneous expenses allowance.   

a. Boats 

b. Pets 

c. Campers 

d. Horses or farm animals 

e. Special services such as satellite dish or antenna connection or disconnection 

f. House cleaning at either end  

g. Rug installation 

h. Disassembling or assembling equipment such as above ground pools, garden sheds, picnic 
tables, lawn furniture, play equipment, gym equipment, work bench, radio towers 

i. Cost of additional wiring, plumbing, or venting for appliances 

j. Shipping frozen food, firewood, patio blocks, or building materials such as lumber, bricks or 
cement 

k. Shipping explosives and other flammable items such as paint, solvents, bleaches, aerosol 
cans, ammunition, propane tanks, etc. 
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l. Shipping heavy or massive items such as airplanes, solaria, outboard motors, trailers, large 
mowers or farm equipment 

m. Shipping antique cars or cars that are not operable 

n. Unusual crating requirements for antiques, paints, furniture, collections, musical 
instruments, electronic equipment, etc. 

o. Charges for gaining access to stored items 

p. Cleaning, fumigating, or moth proofing 

q. Replacing locks 

r. Tuning of pianos or other instruments 

7. The Company reserves the right to exclude or disallow from shipment: 

a. Articles of unusual size or weight  

b. Articles that are not considered to be household furnishings 

c. Articles that require special handling, preparation, or transport 

8. Special insurance for items of special value are the employee’s responsibility. This includes 
items such as antiques, paintings, jewelry, collections, furs, and musical instruments.  

Vehicles 

9. The Company will pay for the cost of moving a minimum of 1 vehicle up to a maximum of 2, or 
the cost of driving them to the new location.  

10. If the distance is less than CUSTOMIZER: Example - 500 miles, highway vehicles are to be driven 
and not shipped.  

11. Automobiles will not be shipped if they are not operational.  

12. The Company reserves the right to limit shipping costs to the book value of the automobile. 

Temporary Storage 

13. The employee is expected to coordinate their vacancy date at the former location with the date 
of occupancy at the new location in such a way that temporary storage of household goods is 
not required. 

14. If temporary or in-transit storage of household goods is unavoidable, the Company will pay for 
storage costs (CUSTOMIZER: Example - up to 30 days). PR
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15. Moving costs of household goods out of storage and into the new location is the responsibility 
of the employee.  

Final Transportation & Accommodation 

16. The cost of one-way transportation of the employee and dependents to the new location:  

a. When the distance to be travelled is less than CUSTOMIZER: Example - 500 miles, the 
employee and dependents are expected to drive their vehicle(s).  

b. When the distance to be travelled exceeds CUSTOMIZER: Example - 500 miles, 1 day travel 
time will be allowed for each       miles.  

c. For greater distances, the employee may choose to ship their vehicle(s) and travel by bus, 
train, or economy air. 

17. The cost of accommodation and a per diem allowance to cover meals and incidental expenses 
en route. Contact CUSTOMIZER: Insert title for current per diem rates.  

18. Any additional costs incurred as a result of personal stopovers or side trips are the responsibility 
of the employee. 

Employee Precedes Family 

If an employee is required (i.e., requested by the Company) to begin work at the new location prior to 
relocating the family, allowances and expenses will be provided in accordance with one of the following 
options: 

19. An allowance not exceeding CUSTOMIZER: Example - $500/month to cover living expenses 
when living in private accommodation or in a room-and-board type situation. 

20. Living costs incurred in commercial accommodation such as: 

a. Rent for furnished bachelor apartment within the medium cost range. For periods of 
CUSTOMIZER: Example - 3 months or less, an apartment hotel may be used. 

b. Cost of parking, cable television, telephone rental, and electricity. 

c. An allowance of one-half of the daily per diem rate. This allowance is not to be claimed for 
days when the employee is travelling on company business nor when the employee returns 
home for short periods. 

21. While the employee is separated from dependents, the Company will pay transportation costs 
for 1 trip home every CUSTOMIZER: Example - third weekend until the dependents join the 
employee at the new location. 
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Temporary Accommodation 

22. Temporary accommodation applies to the period during which household goods are being 
packed, shipped, and unpacked at the new location.  

23. The Company will pay for: 

a. In addition to the days en route, CUSTOMIZER: Example - 2 days of temporary 
accommodations if required during the time it takes to ship the household goods to the 
new location. 

b. Per diems. 

Interim Accommodation 

24. In unusual circumstances, when unloading and unpacking does not immediately follow the 
arrival of the household goods, interim accommodation may be authorized. 

25. If the new residence cannot be occupied due to reasons beyond the employee’s control, interim 
accommodations and per diems may be provided for a period not to exceed CUSTOMIZER: 
Example - 10 days. 

26. An employee who chooses to build or buy a house that is not yet completed will not be eligible 
for interim accommodation or other allowances beyond the CUSTOMIZER: Example - 10 day 
period. 

Former Residence  

27. The Company may pay mortgage discharge penalties up to a maximum of CUSTOMIZER: 
Example - 3 months mortgage interest. 

28. The employee will be responsible for all costs related to interim financing, bridge financing, 
temporary loans, or other financial arrangements in connection with the sale of the property. 

29. Homeowners who decide to rent their former residence may claim the cost of legal fees and 
advertising to obtain a tenant.  

30. When the employee and dependents are occupying a permanent residence at the new location, 
and the former residence remains vacant prior to renting, the operating costs of the former 
residence is the responsibility of the employee (e.g. taxes, insurance, mortgage payments, 
utilities, and other operating costs). 

31. The Company will pay for legal fees associated with selling the former residence.  PR
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32. The employee will be responsible for the cost of real estate commissions associated with the 
sale of the former residence.  

33. If the residence fails to sell, the operating costs (taxes, insurance, mortgage payments, utilities, 
and other related costs) are the responsibility of the employee.  

34. Employees renting their present residence may claim costs of breaking a lease up to a maximum 
of CUSTOMIZER: Example - 3 months rent. 

New Location Residence 

35. Legal fees in connection with buying a residence may be claimed. 

36. The employee will be responsible for fees related to taxes upon transfer of title of property. 

37. The Company will not pay for additional items such as a mortgage finder’s fee, structural 
inspection fee, or property survey. However, the Company will pay for a mortgage appraisal up 
to a maximum of CUSTOMIZER: Example - $200. The cost of high ratio mortgage insurance will 
also be reimbursed, but only if a high ratio mortgage was in place in the former residence. 

38. The Company will pay for rental agents' fees or advertising costs related to the rental of the new 
residence up to a total of CUSTOMIZER: Example - $500.  

Allowance for Miscellaneous Expenses 

39. A lump sum payment may be allowed for the various types of miscellaneous expenses 
associated with relocation. Every situation is different and relocation expenses vary greatly 
based on numerous factors, including but not limited to number of dependents, distance 
between new home and former home, and house ownership vs. rental. 

40. Employees may be allowed the equivalent of up to CUSTOMIZER: Example - 1 month's base 
salary for extensive and complex moves, which may include a large family, property ownership, 
significant roots in former location, school transfers, spousal job search, and the requirement 
for the employee to begin work immediately.  

41. This allowance can be used to cover costs referred to as “the responsibility of the employee” 
throughout these guidelines.  

42. If a lump sum allowance payment is made for miscellaneous expenses, the employee is not 
required to submit receipts or other accounting paperwork for these expenses.  This allowance 
is taxable and the Company is required to withhold taxes on all allowances. 
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